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Slide 1 

Slide notes: Welcome to the lesson on eDocs.  When you are ready, click the Start button to begin. 
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Navigation Instructions 
Slide notes: Review the navigation instructions shown here.  When you are ready, click the Continue button. 
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Slide 3 

Slide notes: The Bankruptcy Code and Rules require that debtors submit certain information to the trustee prior to the section 341 meeting of 
creditors.  These include tax returns, pay statements, information about domestic support obligations, and other financial records. 

 

Using a system named eDocs, attorneys with ECF logins now have the opportunity to send these documents to the trustee via email  This module 
demonstrates how this works. 

 
Click the Continue button to begin the module. 
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Slide 4 
Slide notes: After you successfully login to CM/ECF, the Main Menu screen appears.  Click on the "Bankruptcy" menu option to access the "eDocs" 
menu item. 
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Slide 5 

Slide notes: The "Bankruptcy Events" screen appears.  Two links are listed under the "Send eDocs to Trustee" menu.  Use the first link to upload 
debtors' tax returns, pay advices and 341 declarations.  Use the "Other Documents" link to upload additional items requested by the trustee, such as 
financial account statements, mortgage notes and appraisals. 

 
Click on the "Tax Returns, Pay Advices, 341 Dec" link. 
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Slide 6 

Slide notes: The "Upload eDocs" screen appears.  You may enter more than one case number if you are uploading documents for multiple cases.  
Case numbers must be entered correctly.  eDocs will not check to determine whether you are the attorney of record. 

 
For this example, enter "08-00013".  Then click the "Next" button. 
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Slide 7 
Slide notes: The "PDF Attachment" screen appears.  Click on the "Browse" button to choose the PDF for upload.   
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Slide 8 
Slide notes: The "Choose file" dialog box appears.  In this window, navigate through the folders on your computer to locate the desired PDF 
document.  When you find the document, right-click the file name and a shortcut menu appears. 
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Slide 9 

Slide notes: Click on "Open with Reader..." or "Open with Acrobat...", depending on the software  

installed on your computer.   

 
In this example, click on "Open with Acrobat..." 
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Slide 10 

Slide notes: The PDF will open for viewing.  After you confirm that you are attaching the correct document, close the Adobe window. 

 
Click on the "X" in the upper right corner to close Adobe. 
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Slide 11 

Slide notes: You will return to the "Choose file" dialog box.  Confirm that the correct file is selected and click on the Open button. 

 
Click on Open. 
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Slide 12 

Slide notes: The path of your selected document appears in the "Filename" field.  Review the information for accuracy. 

 
Click the "Next" button to upload the document. 
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Slide 13 

Slide notes: The "Confirmation Screen" appears.  This screen shows that the documents were successfully uploaded and routed to the trustee 
assigned to the case.  We recommend that you print this page as it is the only verification that you will get for the upload.  If there is a problem with the 
upload, the court can check logs and email messages based on the information that you provide to us from this page. 

 
CM/ECF routes the uploaded documents to the trustee.  These documents are not accessible from anywhere within the application.  The Bankruptcy 
Court stores these uploads for 60 days, for possible review by the Office of the United States Trustee. 
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Slide 14 

Slide notes: This concludes the lesson on using eDocs in CM/ECF.  You should now be able to upload tax returns, pay statements, and other 
financial records, into our CM/ECF system. 

 
Thank you for viewing this module. 

 

 


